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Tntroduction 

Environmental Protection Specialist 
GS-0028-12 

This position is a Unit Grant Program Specialist. The position is part of the Grants, Tribal 
and Urban Unit. Supervision is from the Chiefofthe Grants, Tribal and Municipal 
Assistance Branch. 

The Unit Grant Program Specialist works across the various programs in the Grants, Tribal 
and Urban Unit to .Provide the full range of Project Officer duties and respo11sibilities for 
assigned projects and grants. This position assists in the implementation of EPA's diverse 
grant programs across the Grants, Tribal and Urban Unit and provide general assistance to the 
Chiefofthe Grants, Tribal and Municipal Assistnnce Brnnch including regular 
communication with the Grants, Tribal and Urban Unit progrnms and a diverse set of 
gmntees external to the Agency. 

Major Duties and Responsibilities 

The Unit Grant Prcgt'Om Specialist assists in the process of identifying, evaluating and 
proce~sing gC11nt ~wards with gnmlc:cs including, ·but not limited to state agencies, 
munici.Palitics, tribes, nonprofit organizations, and other eligible awardees. This work 
includes · · ._. · .1. consulting with grantees and EPA program managers and staff to assess 
financial and program needs to establish grant targets, ascertaining the amount of available 
funds in relevant programs. coordinating with EPA Regional programs that utilize grants, 
communicating with grantees on all aspects of program requirements for grants. The Unit 
Grant Program Specialist also sends information to grantees concerning relevant grant 
programs administered by EPA Headquarters Programs, other fedeml ngency programs, and 
other organizations programs. 

The Unit Grnnl Probrntm Specialist ~crvc:s as a projc:c.:Lcfficcr for a variety of grants and 
cooperative .agreements in the Grants. Tribal and Urban Unit. This jncludc:s review of 
grantee proposaJs and workplans, review of progress reports, management and maintenance 
of grant tiles, providing updates on grant progress for awards, and entering award and 
progress information in regional grant tracking sy~tems as needed. Grant responsibilities 
include all aspects of the grant process from competition, to pre-award activities to post· 
award management and grant close out across Grants, Tribal and Urban Unit programs. 

The Unit Grants Program Specialist participates as ncede.d in regional and national program 
discussions, including conference calls and meetings. The specialist also participates as 
needed in regional and national grant discussions including workgroups, conference cnlls, 
and meetings and assists in preparing commcnls for the Region on national and regional 
grant policies. 

The Unit Grants Program Specialist also assists the Grants, Tribal and Urban Unit programs 
in other aspects of program implementation as needed. This work will include ~- ,,. ~?" .... • 
analysis and formulation ofrecommendatiohs for a variety of multimedia environmental 
issues, policy changes, and initiatives and communication with EPA programs, federal 
agencies, tribes, regionnl and national organizations, nonprofit organizntions, universities 
tmd other organizations wilh an in~crcst in multimedia environmental progr~ms unu i~:~ues. 
The Unit Grants Program Specialist also assists unit staff to organize and host annual 
environmental tminings and events for stakeholders in the Region. 



Fecto~;; 1: Knowledse Regyjred by ijlc ;eosjtjon_ 

The incumbent of this position requires a high level of knowledge of EPA's grant policies 
and proccssea, Including policies that govern awards to a variety of grantees (e.g. State, 
tribal, nonprofit, etc.) nnd a high level ofknowlodgc of grant p!'<)grams under numerous 
environmental statutes, including, but not limited to: the Clean Water Act, the Clean Air Act; 
the Pederol Jnsectlcide, Fungioidc, and R.Qdenticide Act; the Toxics Substance!! Control Act; 
the Safe Drinking WDtcr Aet; and me Solid Waste Disposal Act. The incumbent's 
knowledge must be sufficient to advise gmnt recipientS concerning gntnt rchlted issues 
during negotiation, award and administration of grants. 

The incumbent must have o hillh level of' knowledge about federal and EPA policies, goats, 
and objectives reloted to the Crants, Tribal nnd UrbAn Unit. This ~hould Include th~ ability to 
unde~tand hlstorieal and culturul faotors that arc importJlnt to States, tribes, and other New 
Englund stnkcholder groups working on environment and/or public.hc411th projects. 

The incumbent should have a strong ability to compile and analyze complex infonnatlon 
from a variery of sources to identify problems, issues, and propose solutions and approaches 
to dealing with challenges identified. The incumbent needs cxocllcnt written and oral 
communicet.ion skills to effectively communicete with diverse stAkeholders on polioie!l, 
procedures, processes, issues and proposed solutions to grant mnnngemcnt Issues. The 
incumbent also needs a demonstrated ability to establish and maintAin effc,tivc working 
relationships wlth a wide 'tlarlcty of professional. technical. and proamm staff' and with 
officials of state, municipal, and/or tribal environmental departments and govemmentD.I 
bodies. 

fAAtor 2: Sypervj:;o0:: CQD~ro19 

The supervisor sets the overall objectives and resources available. The incumbent and the 
supervisor OM~ult to develop projeet..c;, tasks, schedules, and other parameters of work. The 
employee i5 responsible for independently planning, developing, coordinating, and 
implementing the activities, methods and upproache& necessary to accomplish tho objectives 
with direction And from the !\upcrvisor. Tha employee i:. responsible for keepina the 
aupcrvisor infonncd of controversial matters and updAted on progress. Completed work Is 
normal'ly accepted as authoritative and reviewed by accepted experts for such mancrs as 
fulfillment of objectives, compatibility with other related work processes, and effect on 
ovemll operations. 

factor 3: Q~jdeUnes 

Guidelines include gront. authorities in laws, program grant and general irant regulations, 
OMB circ:.ulars, policy statement, and program grant guidelines. Incumbent must be 
cognizant of Regional policies, resulations, orders, precedents, ~md pnu::ticcs, in order to 
assure consistenoy of treatment of issues among tribes as well as adherence to federal and 
EFA J)Oii~ics. The guidelines arc often broad and nonspecific. The incumbent must u~ 
ludEment and resourcefulness in detenninine acecotablc approaches end solutions to 
nrnblem!l within the!lc ~eneral guidcline.'i. 
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authority, and the special issues r~lating to federal and EPA policies. Mnny ofthe grant~ to 
be llWllrded nrc on the cutting edge of approaches to assistance because of continuing 
development of environmental programs and lhe special needs of sensitive populations. 
This requires reference to multiple national guidelines and coordination with many EPA 
representatives. Judgment is required in determining ways to apply the guidelines to meet 
grantee needs while nlso meeting EPA program needg and following complex grant 
policies and requirements. 

Factor 2: Scope and Effect 

The purpose of the Unit Grants Program Specialist position is to contribute to the grants 
and program management for the Grants, Tribal and Urban Unit to assist the Region in 
supporting environmental programg that protect the environments and health ofNew 
Englund residents and tribal members. The position has a special focus on the 
grant/cooperative agreement assistance given to grantees by EPA includi.ng dctennining 
grant targets, communicating grant targets and policies, and assisting grantees in 
developing the capacity ro effectively manage the grants. Specific grant responsibilities 
include development ofwork in support ofEPA and environmental objectives for grant 
awards, assurance of effective management of grant supported programs, nnd evaluation of 
accomplishments of objectives. The work is carried out for a diverse set of grantees and 
may include participation in regional and national EPA discussions as needed. 

Factors 6&7: Personal Contacts/Purpose of Contacts 

Personnel contacts are with a wide variety of EPA employees, including program 
coordinators, tribal coordinators, brrant project officers, program managers, and program 
staff, and with representatives of state, municipal and/or tribal environmental departments, 
finance o1lices, and other govemmen~l ingtitutions. The contacts are .to obtain infonnation 
and to provide information and advice with respect to implementation of the programs and 
activities in the Grants, Tribal and Urban Unit, with special emphasis on issues relating to 
grant and cooperative assistance support. The contacts are for the purpose of supporting the 
assistance from beginning to end to facil itnte n succes.sful environmental partnership to build 
granlc~ capacity and a:;sisL the grantees in meeting EPA and workplan objectives. 

Factor 8; Physical Demands 

The work is generally sedentary, with occasional site visits to offices. tours of projects, 
nnd attendance at meetings and conferences. 

Factor 9: Work Environment 

The work is genera lly performed in an office setting, with occasional tours of projects 
in New England. 
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&EPA 
Unlt.d·Sb~s 

ENVIRONMENTAL PRGnCT10N AGI!NCY 
Washington, DC 204aO 

SF 52 Checklist 
.o ~•J t ·\'\\lct'!"t'.l'rf."ll.\Ai .... _., &f::kL- 'lo-, Posldon1111etSe<Jes: ~~ e"4''\IZ~V 

Entrr Gr~d-<s)IFull Performi!nc.le"l of Position: :1 /r2 <.;f({1a;) 
Fonct;o .. mtJo !e.g .. on-scene Cooldinator, PO. RPM. Accoununtr. ~~~~"'\z ~~~ ~~ l~t 
DIRECTIONS: This form must be wmpleted by rhe hiring offlcial or wpervfsor for all perso nel actlons invo 'ng a change In 
pas trion descr1ot1on (exctedlnQ r 80 dayS) and must be submlrt~ olonQ with tM SF S2 RtQuesr for Personnel Acrion. · 

1~thl1 posltfem·one otd\e fOitowln; tNt h111 been pr~etlg~ed't ·vrn)l1 NoD 
lfy'ou on.s~r~ ~·'please skip all remaining questions. sign and date the form. 

Cl On-S~e Coordln11tor (High Rl:;k) Cl Contr~ SpecialiSt (Modcr01t~ Risk) 
0 R~medlal ProjeCt Man1191':1' (Modeiate Risk) 0 Granu Sp«iallst-GS 12 end below (Low RI$10 
0 RCRA COITe(;t!ve A<;(ion Officer {Modefi)t~ Rbk) 
0 lnspec:tor (Mo~.ente Rl$kl 

Cl Gfj)nu SpecJaflst-GS 13 ond obove (Moderote Rl~k) 
0 Aru>mey (Mode rote Al5k) 

C) 'Crrmrnallrwesttgator(High Risk) 
J!l G~nts Project Oftlcer (Moder.,te Rbkl 
0 Contract ProjeCt Officer (Moderote Risk) 

0 Deputy DiviSion Director (Higl't RlSk) 
0 Supervisor of High Risk Empl~es (High Rlskl 

Dlrectfo~ for Qu~ons 1 • 1 3: Answer o/1 "Yu/No• q~ tlons. For q11e$tlons answered "Ya, • !!h«k all Items thor apply. WM.re explonotlot1 I~ 
~equesrtd, ortoch addlrionQI pogt!r If ncltdcd. 

(1 I RequiNs acau to d .. sHied or ~ve lnform.atfol\ or Matlrials: Yts 0 HoD 
0 Sea~t 0 Other Information that If compr()ml~ could ause harm 
0 Top Soc~t 0 Audits 
0 Personally Identifiable Information CJ lnv~gat!Of'C 
0 Propr14Ptary lnfOf'm.ltlon 0 EPA's financial resovn:estrecords 
0 Confidential busln&ss lnform~tlon 

Haardous or dangerous material (nucle•r, blofoglca~ Of chemical) Yes 0 NoD 

Wh;lthuardcx.~' m~t.nar, ;arc: Involved? ------------ -----------------

121 ·Maket fttull &Hdalona or awthofltatlve m:ommendDtlont.lncludlng ones thft may have a direct effect on h Nttl\ end Afetr. 
V.sO NoO 

(3) Supervision II'Vel ,...;elved: 
0 Closo supervision 
0 Gener~l su~rvlslon 
0 Admlnlstrotlve only 

Admlnlstrativecontroltare ln~e: YesO NoD 
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FES EVALUATION 

Proposed TSG : Environmental Protection Specialist, GS-028-12 
Location: Reg 1, Office of Ecosystem Protection, Grants, Tri bal, community & 
municipal Assistance Branch, 90121840: 

REFERENCES: 
a) Environmental Protection Specialist, GS-028, 3/95 

SERIES DETERMINATION: 
The incumbent wiil provide direct administrative and program support to environmental 

program activities of the Laboratory. These duties match those described in the GS-028 series. 
Positions carrying out the duties as described in the position are titled Environmental Protection 
Specialist and the position is so assigned. 
FES GRADE DETERMINATION: 

In comparing the duties of this position to the classification standard, while there are 
some variations, the ove·rall duties and scope of the position closely parallel those described in 
the benchmarks at the GS-12 level. A summary of factor level findi ngs is presented below: 

Factor/Level Points 
I. Knowledge Req uired: 1 - 7 1250 

II. Supervisory Controls: 2 - 4 ~ 

III. Guidelines: 3-4 ~ 

IV. Complexity: 4-4 ___ni_ 

v. Scope and Effect: 5-4 225 

VI. Personal Contacts: 6 - c 

VII. Purpose of Contacts: 7-3 __!_8Q_ 

VIII.Physica1 Demands: 8 - 1 _5_ 

IX. Work Environment: 9 - I _5_ 

2790 = GS-12 
FINAL CLASSIFICATION/FLSA DETERMINATION: 

Environmental Protection Specialist, GS-028-1 2 FLSA: Exempt 

Chris Hoskins HRS Date: 1/26/20 1 0 
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10. t'OSI!Ion ::>UIWS 111 l'o51tlon Is '1 z. sens11JV1ty 13. Competitive Level Code 

-~ - 7J I ··Non- o 3-<:nt.ocol (51) / 
~ CompotJhvo 

1111 
S...pc<vi•O<v 11'.1 SeMit>•• 

_, Excepted /Specify in Remarks/ Z Monli)or~ 14. Agoncy Uao 

0 n 2··Nonc.ntlcal D 4-SI)OCIII 
- SES IGon.l SES (CRI Nt<thet b.l Scnsl11ve Senooive 

Official Title of Position ay Plan Occopational Cooe Grade tnit4la 0 ate 

a. ~;·: o t'Cr· 
Management 

~b7. 0~o~~rtrn=e=n~t.---+--~--------·- - --

:~~~~t!'ent t~U,It{,'Y)f1U~tduQ.. VM+-~Qa__ 
c. Socond Lovct I 

Rev low 

d. First Level 
ReVIew 

•• flec<)mmondOd by 
Superv•sor or 
ill<tllling OIIICO 

16. Organi:zationlll T•tle of PoS1t.10n (if ditlerM! from offkal ritfeJ 

18. Oopartmont, Agency, or Estnb~shmont 

u.s Environment al Protec tion Agency 
a. Fi:st Subdivision 

Office of Ecosystem Protection 
b. Second Subdivision 

Grants,Tri bal .Community Programs Unit 

19. Employee Revtew·Thls Is an accurate descnplton of the maJOr 
duties and responsibilities of my position. 

20. Supervisory Certlflcatlon. I certify that this is on accurate 
statement of the mlljor duties and responsibilities of this position 
and its organizational relationships. and that the p osition is 
necessllry ro carry out Government functions for which I am 

()Z~ i J 

17. Name of Employoo (if vacanr. specify/ 

Kwabena Kyei -Aboagye 
c. Third Subd1v1Sion 

d. Fourth Subd1vision 

o. Fifth Subd•VlSion 

Signature of Employee foprioMIJ 

th1s rnformation is to bC used lor stottJtory purposes relating to 
appointment and payment of public funds, and that false or misloading 
statements may constitvte violations of such stattJtos or thelf 
implomenting regulations. 

_ _!8SJ22nsible,_ This certification is_IEade with the knowledgf!..!hM_ 

a. Typod Name and Tit.le of 1mmod1atc Supervisor 

Kristi N. Rea, Chi e f- GTCP Unit 
jb:-Tvpcd Namo and T•tle o"iHigher·LiWol Suporviso;o;. Manager /op!ionel/ 

Ken Moraff, Jeputy Di rec tor, 

~ ..•.. -l[fll.rrJ ------ ~i~hci.'"'w"4-~--- --- - - I Date- -- --

1/( l-d/1: 
L. • ~·ass1 ICtntun,..,oo ~!'u!ng ._~~nco on. cor ~~ tnO ~r!':i. p~~ · 

tion has been classified/graded liS required by itle 5. U.S. Code, 
in conformance with standards published by the U.S. Office of 
Personnel Management or. if no published standards apply direct· 
/y, consistently with tho most applicable published standards. -- -

Typed Name and T1ii0 ofOftiClnl Takmg Act;on -- -- -- - -- --

c~ \Ls tu ~ ') 

.. ~ .. t!! It~- -- -- [DatO- -- -

I f. Zl Z<J/J 
23. Posltion Review lnrtlals I Oato lnltials I Date 

8 . Employee /optional} I I 

b.Supervisor I I 

c. Classif ier I I 

24. Remarks (/( ~ { L 

25. Description of Major Duties and Responsibilities (Soo Attached} 

NSN 7540·00-634-4265 Prov•ous Edition Usable 5008-t06 

22. Posit•on Clossi~ication Standards Usod •n Classity•ng/Grad'"g Pos•oon 

Information fo r Employees. The standards, and information on their 

applicat ion. are available in the personnel office. The classification of the 

position may be reviewed and corrected by the agency or the U.S. Office 

of Personnel M anagement. lnf ormatton on classifica tion/job grading 

appeals, and complaint s on exemption f rom FLSA. is available from the 

personnel office or the U.S. Offico of Personnel Management . 

lnit~l$ I Date Initials I 

1. I 
I I 
I I 

Dille lnitil!ls I 

I 
I 
I 

OF 8 cAev. i -8S1 
U.S. Olfce of PonOtYICI Management 
FPM Chapter 295 

Oato 



I 
United States E nvironm ental Protection A gency 

1 DUTY LOCATION 2. POSITION NUMBER 

POSITION DESCRIPTION COVS"SHEET Boston, MA ~ Cf I ZV 
3. CLASSIFICAnON ACYION. e. Reforen<:e of~ aold Dale of StarodardJ Used to Classify This Position 

b Tille c.SC!Mce I!. Sorm e. ~e t ClC 

Oftlcial 
Environmental P rotection Specialis t GS 11 

Allocation 

4. SUPERVISOR'S 
RECOMMENDATION 

5. ORGANIZATIONAl mLE OF POSITION (If any) G NAME OF E~PLOYEE 

Kwebena Kye i·Aboagye 

7. OROAN~TION (II~ c:omploi!!OfVIInlUtioiWII b~) 

II. U.S. ENVIRONMENTAL PROTECTION AGENCY 0. g_(J_ Jlt r.;~-fo 

b. Office of e cosystem Protection t. 

(;. Grants. T ribal, Community and Municipal Assistance Bra g 

d Grants, T ribal and. Community P rograms Unit h. Oru~r~lzation Code 

8. SUPERVlSORY/t.IANAGERIAL DESIGNATION 

O !Sl Flt-..t cr Scccnd 10vo1 ::upot\'1::«: . All lndivtdu.'lllt!M pelf~ :wpoNI::cry wm and m:JIIOigert:ll ~billtiee that raquirt ~hmenl of wort through com !*'led 18o:Mial 

and admfnls!J'all'.ot dlrlldlon of olhtn and meet! the requlremenl'l for coveraoe as dDSCribl!d in lhe Gonefal Schodule Suporvlscry Guide. 

0 [A) An in<fovidual (na ~ned ln Seet!on 7103(a)(10) of nile v of the u.S. Coele) wno 1£ aulhollzed to hire, direct, oosiQn, promote, rQwlltd, ltan"er, lay off. ~d. disci pine. or 

111move one or more err()loyees, or effDCiivefy r6COIM1enl! such I!Ctlon. The l!lercise ollhl~ rll:!pllfl:sibiii'Y Is not roud"!! or dmlclll in nelunl, but roQih6 \he COIIslstenl oxerdst 

of lnde;lendelliJildgmenl 

o [MJ A man~~ger who directllho ~ olen Ofllnnizallon; i~ 8CCOII1Inble for lho success ol line or Slaff pccgtams; monitors, owluBtos. and ~m pcogram adMliiiS; and potfoml:s 

1110 Ml rnngo 01 CMJes 0U11Jno<l ln 1110 Genom! 5en0<1~ SupoM;Ory GcJide. M<rf ai&O lnckiCIO !lOP~ 'Mia IUIIy snaro roaponsilility for rrr<W111gin9 11\e orgenllllllon or l'ltlo seiV9 

~• :tn llltllr'ego to lilt r'NIIlllOif. 

O !BJ A managemeilt ot&dai (.a& de~ed In Sodion 71 OJ{ a)( 11) of nue v Of llle u.s. COde) wl\0 formulaleS, csetermlne5 or lnnuencoe an ~POiz:elion'a pollclos. Thl:i mo~n:; c:roaUng, 

ambll$hlng. or ptt'CtibilO gonlllral prtn~. plans, or courcos of :!dlon lor an organlzallon; or bringing about a col.r'..e of action for lhe organluti~. Mlrl11Q6111ent aftid.ol1s 

must ;x;tNely perlldpate In Wiling lhe orga.riullon'; pollcleG no1 Just lnlerpret l!!ws ani! reguiB1lons give resouroe inforrnallon or r8COI!llllOIIdallons or serve 05 o~ or nlgl'lty 

Ita ned profmlan~P Ylflo i~l or inlelpnrt tile organization'~ pcllc:le5 and pllllS. · 

O rn 'Team L68dar' Thb pDSilion meehl the requln!menb lot cover11011 under Pert 11 of the Generol Schedulo LtO<Ior Grado EvDfuat!on Guide. 

llJ [N) None of lho ebwe applies. This Is a non-superMOI)'~rlal position. 

9. SUPERVISORY CERTIFICATION I certify 11\at lhls ls on llCQJnlte statement of lhe major c1uUes a lid r~omibllities of this position Qr'ld lis organ~al rlllatlonsh4ls and ihat lhe 

position is necess~~~Y to carT'f out govemmenllll functions fa' which I em responslble. The certibtion isl!lllde wilh the knOWI$Cigo lhllt #lis Information Is to be u3ed for Sta1U10fy pu~ 

r~g 10 appoinlrnelll ancs payment of public flmels, ancllhat farso or misleading statoments may con$11Mo vtoletlons of such Sl!ltutes or their lmplemonUng regufotJona. 

11. Typad Name an<! Tille at Immediate SUpeNisor d. Typod Name ond Ti~e of SOCOild-Levol SuptNI~or 

Krist! N. Rea, Chief· ~TCP Unit Ken Moraff, Oe~t~e~ 

b.ltfdlA' [\\ h 1 1~/rtJ~q o. Slg~£ ../ ~ ,I f.Oata 

~ v-U - ~ J.zJU)tJ9 
10. OFFlCIAl a..ASSIRCATION CERTIFICATION • ~ I 
a. 0 Thl$ position hat: no promollon poCanti;JI. I ~-lion cle~OP' a$ pl;lnnO<I al1d omployee b. Fclr ~ Slllrodards Act c. Ft.lt\CtlOrnll Codll 

PfOQriiSSM sa!lslac:torlly, lhls posltlon nas known j2l N00$1811\pl 0 Exe!mpl /1//4' 
prornallnn ~otiVIIiallo grad•: {.C; J 2... 

cs.. a oroolntng unu o. Chock. if appllellble: 1. Glgnoturc g. Detb 

Code 0 Mlldlcal Monl1orlng Required 
/ ;jz6!totu 

OD !I 0 EJtramu~l Re=;ources Managernenl Ou1!tn 1 _ %of 6mo) 
(_ ~-

0 Thb poslllon Is !IUD )eel to nln!IOm drug les1Jng ( l 

11. REUARKS ~~ft.!~ Iii QE QIEifBftl~E 

Tf2-L 12-
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STATEMENT OF DIFFERENCE GS-11 
(2 grade interval series) 

This is a statement of difference to the full performance position identified on the cover 
sheet. The incumbent of this position will function at the GS-11 level until all legal, 
regulatory and administrative requirements which permit promotion to the next higher level 
duties are met. Promotion to a higher level is neither mandatory or automatic upon 
completion of these requirements. Management retains the right to determine when the 
incumbent is qualified for the next higher grade. All duties and responsibilities in the next 
higher level position are assigned to the incumbent of this position with the following 
amendments: 

The incumbent will work under the direction of the supervisor who broadly outlines the 
purpose of the work and possible complex problems involved. Incumbent is responsible for 
independently developing approaches and solutions to problems encountered. The 
supervisor is available in situations involving controversial or policy questions. Work is 
usually carried to completion independently, technical correctness of, calculations, 
analysis, and techniques are normally accepted . Applies judgment in adapting standard 
guidelines and in applying analysis practices to new situations and problem areas. 


